Tournament Check List


I. Pre-Event Physical Goods

A. Pre-round Announcement agenda prepared and printed out.

1. Welcome

2. Any special announcements regarding facility or weather.

3. Upcoming MACA events

4. Other people events/announcements (usually obtained that day, no preparation necessary)

5. Tournament guidelines are posted and available

6. Please set clocks to 4:00 ?

7. Check to see that clocks are wound or batteries are working.

8. State the time control

9. State the start time of the next round

10. When you are told to start your clocks, if your opponent is not present and your board and clock are set up you must start your opponents clock.  If you have white, you do not have to move until your clock is started.

B. Printed materials obtained from somewhere else.

1. MACA membership forms

2. USCF membership forms

3. Rule Books (2 minimum)

4. TLA supplements - most recent and historical

5. Score Sheets

6. Sealed Move envelopes

7. Maps to places to eat

8. Maps to hotels

C. Printed materials prepared by us.

1. Entry Forms

a) USCF #

b) USCF Exp.

c) MACA Exp.

d) First Name

e) Last Name

f) Address

g) City

h) State

i) Zip code

j) Home Phone

k) Work Phone

l) Email

m) Section  - list choices in  U2000 format with entry fee

n) Paid - USCF

o) Paid - MACA

p) Paid - Entry

q) Paid - total

2. Email Signup Form

3. Registration Correction Form

a) Form must have in large bold letters at top "Correction Form"

b) Form should be in a non white color (yellow unless mailed flyers were yellow)

c) Statement of Problem

d) Same info as on Entry form

4. Board numbers

5. Tournament guidelines.

a) Withdrawal procedures

b) Notification procedures

c) Explanation of splitting time if no opponent and no equipment.

d) ??

6. Signs

a) Books - Left Arrow

b) Books - Right Arrow

c) Books

d) Do not use this entrance

e) Phone - Left Arrow

f) Phone - Right Arrow

g) Phone

h) Registration - Left Arrow

i) Registration - Right Arrow

j) Registration

k) Restrooms - Left Arrow

l) Restrooms - Men - Left Arrow

m) Restrooms - Men - Right Arrow

n) Restrooms - Right Arrow

o) Restrooms - Women - Left Arrow

p) Restrooms - Women - Right Arrow

q) Section Titles

r) Skittles - Left Arrow

s) Skittles - Right Arrow

t) Skittles

u) Times - Main Event

v) Times - Scholastic

w) Quite Please Games in Progress

7. Promotional Materials

a) Flyers for upcoming events

b) Flyer for Web and email addresses 

D. Name tags for Staff

E. Slash Folders

F. Binder Clips

G. Paper Clips

H. Scotch Tape

I. Push pins

J. Demonstration boards for the top boards

K. Colored Tape or streamers for restricting access

L. Registration Desk Notebook - place to write everything of importance down.

M. Pads of paper for staff

N. 3x5 Post it note pads (five minimum)

O. Cash handling

1. Cash box

2. Cash Bags

3. Checks for prizes and other charges

P. Cash

1. Sufficient ones, fives, tens based on entry fee dollar amounts.  Plan on 50% of expected people at each needed return change amount.

2. Change for nearby vending machines

Q. Computer equipment

1. PC primary

2. PC backup

3. Printer Primary

4. Printer Backup

5. Paper

6. UPS

7. Power cords and strips

8. Printer cables

9. Floppies

Master copy of pairing program as backup

File containing all the signs for printing at the site as needed.
R. Player related supplies

1. Pencils

2. Sharpener

S. Facility protection

1. Paper towels

2. Toilet Paper

3. Paper cups

4. Trash Bags

T. Tables

1. Rental or borrowing of necessary tables

2. Provision and commitment to transport

II. On-Site Physical organization

A. Site organization - deciding where everything will go and how people will move through the facilities.

1. Organizers private area

2. Money security

3. Registration area

4. Vendor room or space

5. Main room

6. Secondary room

7. Skittles room

8. Posting area for pairings, cross tables and advance entries

9. Master message location - where all tournament announcements will be posted.

B. Players Rooms

1. Tables arranged

2. Board numbers put in place (taped?)

3. Doors sealed with colored tape or streamers

4. Signs posted

III. Tournament Practices and Objectives

A. Mission - To provide a positive chess experience for all involved in our tournament. (this means staff too)

B. Careful consideration shall be given to traffic flow with regards to accessibility and noise.

C. Careful consideration shall be given to the placement of the top boards with regards to accessibility and isolation from distraction or crowding by on-lookers.

D. Registration ends on time.  Rounds will not be delayed.

E. Pairings posted at least 5 minutes before the start of the round to ensure that games start on time.

F. TD's will verify that clocks are started and set correctly at the start of each round.

G. TD's will note all empty or unbalanced board and verify pairings for these boards.

H. Prizes will be determined as quickly as possible and shall be paid out by check.

I. Cash shall be secured at all times if unattended.  Ideally, cash should be deposited before the second round.

J. USCF and MACA membership receipts shall be issued before the start of the second round.

K. TD's  and staff shall have name tags or T-shirts to distinguish themselves for the players

L. TD's shall remain pro-active during play and  monitor for time pressure.

IV. Registration

A. Approximate list of Materials present at Registration desk

1. Entry forms

2. Pencils

3. Application Forms

4. Cash

B. Flow Process

1. Ask is already registered

a) Yes

(1) Please verify your name is on the appropriate list and if in error please come back an tell us

b) Error detected in registration

(1) Registrar fills out Correction form

(2) Puts correction form into the registered slash folder or pile

c) No

(1) Verify information on Form

(2) Take appropriate Money and place into cash holder

(3) Place form in registered slash folder or pile

2. If computer is not at registration desk, a runner will repeatedly transfer the registration pile to the computer operator.

3. If computer operator has a problem with a registration, the "tracker" tracks down the person needed to resolve the problem.

V. Staffing

A. Roles

1. Chief TD

2. Chief Computer operator

3. Backup computer operator

4. TD staff

5. Registration Staff

6. Trackers

Runners
1
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